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. Disclaimers

This document presents a logead at the MyTravel Quick Start Guide for Travelers as we expect it to

F LILIST NI g KSYW Sae aNINEPERE | dE 2@ YORAzAE S A& FdzZ fe& AydasS3a
function of this document is to allow you to become flariwith the majorsystem functionalitchanges

well in advance of the actual releagtiease bear in mind several very important facts as ttegtam to the

new TA module:

1. It substantially simplifies and improves the expense report creation procesthisoeason,
althoughchangesouldhappen anywhere, for now you shouldcus your attention on Sections
[1.C.2 andV.2.

2. lts projected launch ate is inthe Sep-Dec 2022 timeframgebut that is definitely an estimate, not a
promise. The new Téodule will be launched aftdt is passes all internal testing processes.

3. ltis a work in progress. You can absolutely expect this document to chatiye msdule is
tweakedduring the testing process

4. With those disclaimers fully explained and in effect, we hereby offer youdbisdhead Quick
Start Guide foffravelers.

Defense Travel Management Office 3
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Il. Introduction

This guide provides key information for Travelers who use MyTravel to create and shimofficial travel
documents. You can also find a wealth of information in the availad#e guides andemonstrationsthat
the contractor created. If you are using an online versibthis guide, selecting the links irntakes you

directly to other hepfdzf NB &2 dzZNDOS&as> GK2dza3K AT ySSRSRI @&2dzQft T
guide.

e Note: For best results, always use the Chrome browser to access MyTravel.

AsyougothNR dzZ3K (G KAa 3JdzARSI @2dzQff aSS StSySydaa GKFG
common items is in Table 1. Please note also that some selectabledatgrearon every MyTravel screen
that do not appear in this guide. We highly encourage extion and experimentation with these items.

Table 1: Commonly Selectable Options

ltem rasS Li ¢2 X
Chevronsy\(, *, >, <) Expand or collapse options
Sorted By Reorder your search results
Question mark See the definition of a term
Show, Hide *Selfexplandory
Print, Email *Selfexplanatory
Add, Edit, Remove *Selfexplanatory
Comments *Selfexplanatory
*Though some explanations appear where needed in subsequent tab

Also, certain functions explained in this guide are dependent on your travel comglitly Travel may hide
or inactivate options that the Joint Travel Regulations (JTR) does not allow. For example, if you use
commercial lodging, selectingMeals Availableoption results in no change to your per diem allowance.

Defense Travel Management Office 4
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I1l. Pre-Travel Activities

Assoon as your account is available, log oktpTravelto finish setting up your travel profile. To start

setting up your travel profile, go to the top right corner of the MyTravel home screen (Figure 1), and select
Profilein the upper right corner (Figurk indicator #1), therProfile SettinggFigure 1, indicator #2) on the
drop-down menu. The profile menu (Figure 2) opens.

Eric T Johnson

Profile Settings

upport | Help~

—g
Profile -

Sign Out

Figure 1: MyTravel Home Screen (Access Profile Settings)

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote 3
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Request Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Personal Car
Personal Car

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Contact Information
How can we contact you about your travel arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive elactronic receipts from
participating vendors.

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

Select the options that define when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Concur Mobile Registration
Set up access to Concur on your mobile device

Figure 2: Profile Options

While you should review your entire pilef and update anything that is missing or incorrect, the following
three items are of key interest. Updating them makes using the system easier, so you should update them
first. (List numbers equate to indicator numbers on Figure 2.)

Defense Travel Management Office 5
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1. Personal Informatia: In addition to the usual profile information (name, contact information,
travel preferences, etc.), there are two steps you should take immediately:

1.1. Register and verify-3 email addresses. MyTravel only accepts documents (e.g., receipts)
emailed from erified email addresses.

1.2. Add your Government Travel Charge Card (GTCC) number and expiration date. Doing so allows
the system to make reservations and receive transaction information from the card vendor.

2. Personal CarEntering information for at least ongehicle allows you to claim and receive payment
for POV mileage.

3. EReceipt ActivationActivating ereceipts lets MyTravel place vendprovided electronic receipts
directly into your expense report, when you create it.

You should review and update youmofile at regular intervals, as well as when prompted by the system or
directed by Component policy.

See the MyTravel Supplements Brofile Updatesind Receiptdor much more information about those
topics.

Defense Travel Management Office 6
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IV.Create and Submit Trip Request

bSEGE tSiQa t221 i K2¢ &2 dzahéiplequescatdaudaniditfor NBE i a & ¢ |
approval. The first step is to decide whether you can use MyTravel to support your trip, or whether you

should be using DTS. The scope of trip types MyTravel supports will regularly increase as the system evolves,
but a decisiortool called theTravelBot(Figure 3) is available to help. It asks you a few questions that

determine whether MyTravel is able to support your trip

os® Tervey

A !
|

Welcome to TravelBot

by

Please answer the following questions to be routed to the system that best suits your fravel needs. An answer of “Yes" means you may utilize
My Travel for your trip. If your TDY type is not yet supported by MyTravel, you will be directed to DTS,

1. Do you need to create an expense raport for local travel7?
es
No

Figure 3: TravelBdFirst Question)

1 The first question takes you straight to MyTravel if you need to create an expense report to make a
claim for official travel in the local area.

T hiKSNBAaAST e2dzQft aSS | aSNASa 27F | dzSMytiravely a @ L F
supports your trip profile, selecting Continue after the last question opens the MyTravel home screen.
For more information about that screen, see the MyTravel Supplemehtane Page Features

1 If MyTravel does not support your trip, selecting Continue at any time sends you to DTS.

Note: You only need to use the TravelBot once per trip. After you know MyTravel can support your travel,
you can use théirect linkto access the system, without going through fhavelBotagain

¢c2 ONBLAGS I GNRLI NBldSad Ay ade¢N} 98tz &2dQtf ySSR

1. ¢KS ad¢N} St K2YS A0ONBSYS 6KSNB &2 dzahdyoldNBI (8 &2
need.

2. TheTravelY2 Rdzf S ¢gKSNB e&2dzfft FOldzrffe YIS GK2aS NB

3. TheRequestanodule to finalize your plans.
¢tKSNBQa y2 ySSR (2 62NNER lo2dz2i (KFG GK2dAK® !'a f 2
walks you through and ope the right module at the right time.

Note: If you areworking as & NJ @S t S NEeiegate N#ekhdy T2akel Supplement oRroxies &
Delegatedoraddih 2y I f AYyF2NXIF A2y @&2dzQff ySSR (2 3SG adl NI
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A. MyTravel Home Screen
If MyTravel supports your trip, the MyTravel Home Scregens Start by creating your itinerary and
identifying thereservations yowvill make in the systerDo not enter information foany reservations
you need the Travel Management Company (TMC) to make or those you will book directly with the
GSYR2NY®  2d2Qff FRR SELSyasS AidSya F2N GKSY 1 (GSNJ

1. Identify Itinerary and Required Reservations

In the left column of the home scea are theTrip Searcloptions (Figure 4), where you enter your
itinerary and reservation informatiatMost are selfexplanatory, but see thdlotesbelow Figure 4.

Important Note: If you need to make any reservations, always start Wit SearchDo notbegin
by selectingstart a Requesat the top of the screen!

TRIP SEARCH

Select Tvpe of Travel

My

0 PRI 1% ned an ey mitary mslalahcn o

AR = = @

START HERE 1o request ang Bcak Travel

A request (authorzation) 4Nl b created antomanically.

Mixed Flight/Train Search

Rownd Trip onc: ‘Wary Wbl Gy

From g
e w, Apent ar i sk
Tiad an mmar | Geien ruiiple sipars
To g
Arival city, airport or train siatic
Miad an sipart | Gelect rdiple alpars
Depart @
= depant w | om00am w|| 24 w| Y
Retum @
3 = depant w | 0300am w || 24w

L] Pick upsDinog-off car &1 aipart
Find a Hotel
SEanch within | 10 mies from
At . Ak ress,
O Company ) Reforence ot/ 2
Lcantion oo

4 Relerence Fonl ! A Code
(2., “STatisn of Libomy’, "R027 07 or Mipxandna, VA

5 Only show re2ulie conkzining

Search oy

Dipa w

Figure 4: MyTravel Home Screen (Trip Search Options)
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Notes(list numbersl-6 equate to indicator numbers on Figure 4)

1. Select Type of Travédts you select the broad travel rules undehish you are traveling.
Leave this set to the default optianMy TDY location is not an Army military installation
Other visible options are in development. More are projected for future development and
will be added to this list as they move into devahaoent.

2. If you are an appointed tester for TDY travel to multiple TDY locations in MyTravel (which
the TravelBot does not currently support), seldtilti City instead of the defaulRound
Trip. You can then enter as many departure and arrival airport®asiged by selecting an
Add Segmentink near theSearchbutton.

,2dz Oy OKFy3aS GKSasS asStSoOtAiazya AT &2dz ySSR |
lodging

e 3. Pick up/Drop off car at airportlefaults to unchecked-ind a Hotedefaults to checked.

4. Enter your TDY location by name, address, etc. irRiiference Poinfield.

5. Check the box and enter a text string in Baly show results showingeld to limit your
hotel results, say to a specific hotel brand or unique hotel name.

e Also, f you needto make any reservations outside MyTragalither with the TMCor with the
vendorc do not include them on tha@rip Searchi 2 2t ® Ly aiSI RX &2dzQf f Yl yd:
for them later (see Table 8).

Defense Travel Management Office 9
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B. Travel Module

When you hitSearch MyTravel movs you into theTravelmodule, where you make your travel
reservations.

1. Select Flight or Train Reservations

If your itinerary indicates that you need to make flighttrain reservationsa selection screen
opens.Availableoptionsdisplayin a matrix at tke top of the screen and in a list beneath that.

Note: If the distance is short enough and theomand Tolocations are bottserved by Amtrak, train
availabilitydisplaysalong with available flightd=or brevitythe rest of this section only addresses
flights, but please be aware that train results are also possitdeare fully supported

1 On the matrix, you can select a column header to limit the search results to flights on a specific
airline, a row header to find flights of a particular fare type (eGpvernment fares), or a cell to
limit your result by both airline and fare type.

1 On the search results list (Figure 5), select a button reflecting a fare cost (Figure 5, indicator #1)
to make your selection.

You can find some of the more important seldae options for booking and confirming air travel in

Table 2.
08:30a IAD 10:27a DEN Nonstop 3h 57m $658.34
N United y
. . Hide Fares
06:15a DEN 11:40a IAD Nonstop 3h 26m
Govt. fare(s) available Hide all details ~
DEPART ¥ Sun, Jul 5 — Washington, DC to Denver, CO Flight details «
RETURN ¥ Sat, Jul 11 — Denver, CO to Washington, DC Flight details +
1
5 Fare Options Fres Checked Bags 4 Refundable 2
Govt. Contract Discounted o Yes
Rulss 0 AT, QO BiE!
Economy Flexible (E) f Economy (K} "
Rules : No VAN $661.20
Govt. Contract o Yes
Rules 0 N FANN  $52258

Figure 5: Select Flights & Fares

Defense Travel Management Office 10
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Notes:

Date TBD

1. The following icons mark your reservation options, not just flight reservations, but rental
car, and hotel reservations as well:

|l
)l
)l
T

o Option is fdly within policy; no justification required.

o Option is fully within policy, and more information is available.

A Option is within policy, but requires justification.

(1] You may not select this option (e.g., hot within policy, sold out).

2. Flights withonly a single listed fare display a button showing the fare cost. Flights with
multiple fares show a button labeléshow Faresas seen in Figure 5. Select it to see all
available fares. Pay attention to policy compliance icons (Figure 5, indicatoligi), f
classes (Figure 5, indicator #3), and refund information (Figure 5, indicator #4). They all
provide important information.

3. If you select a fare that requires justification, theavel Rule Triggerescreen (Figure 6)
opens. It gives you 1 or 2 fisldo enter the reasons and justifications for your selection,
and then identifies both your selection and up to 5 options (if applicable) that better
adhere to DoD travel policy

Travel Rule Triggered

This flight is not in compliance with the following travel rule(s):

& Fare is nonrefundable.

Please choose the reason for selecting this travel option. If more than one reason applies, select the most
applicable. This reason applies to this entire trip.

-- Please Choose a Reason — w

& This is the CPP carrier for this market, but a non-contract fare above the lowest CPP fare.

Please choose the reason for selecting this travel option. If more than one reason applies, select the most
applicable. This reason applies to this entire trip.

-- Please Choose a Reason — hd

Please explain why you selected this flight. Unselected fares are logged for your Approving Official.

The selected fare was: $661.20
The least cost logical fare was:$658.34
Chosen:

Cost: $661.20

Outbound Flight

UNITED ) 1228 Washington Dulles 07/05/2020 Denver Intl 07/05/2020 Airbus
Intl Airpert {(I1AD) 8:30 AM Airport 10:27T AM  A319

Figure 6: Travel Rule Triggered Screen

Defense Travel Management Office
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After selecting your flights, andgtifying them if necessary, MyTravel presents a screen that lets
you review the details of your chosen flight, accept or change it, select your seats, and more before
you confirm the flight to move forward.

Table 2: Key Selectable Flight Options

SelectX

[SR]Total Estimated Cost Reservations made thus far

[SR]Trip Summary Total trip cost thus far

[SRIChange Search Search for flightagain after altering one or more details
[SR] Variouslter options Limit or reorder your search results

[SRIShop by FaresShop by Schedule Limit or reorder your search results
Flight Number Search

[SR]Matrix column row, or cell Limit search redts to a vendor, fare type, or both

[SR] Rules See the flight booking rules that apply to this flight (e.g.,
advance reservations, cancellations)

[SR]Benefits / Services {SS 4KIFIGQa AyOfdzZRSR Ay GKS

[SR] *A single fare (e.g., $658.34) Reseve a flight at that fare, open [R]

[SRView seats Go to [SS] (view only)

[R]Select a seat Go to [SS] (selectable)

[SS] Available flights, individual seats, Select a flight and seat
Select Seat

Defense Travel Management Office 12
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2. Select Rental Car Reservations

Date TBD

If your itinerary indtates that you need to make rental car reservations, the rental car search results
screen opens. It displays all available rental cars in a matrix at the top of the screen and in a search

results list at the bottom.

1 On the matrix, you can seleatrow heaer, column header, or a ceb limit the search options

list to cars from a specific vendor, in a specific category (e.g., compact), or both.

1 On the search results list (Figure 6), select a button reflecting a rental car cost next to an item on
the list to make your selection. Table 3 contains a list of the most important rental car booking

and confirmation options.

1 «a_4 (Corporate rate)

$183.00 weekly rate

Automatic transmission

5207.00 weekly rate

Hertz Compact Car - $30.50 per day (Sabre)
Automatic transmission
74 Unlimited miles, Pick-up: Terminal: DEN
< J Adults: 2, Children: 2, Large bags: 1, Small bags: 2**

Preferred Car Vendor for DoD / E-Receipt Enabled @

Hertz Intermediate Car - $34.50 per day (Sabre)

Unlimited miles, Pick-up: Terminal: DEN
T P

;ﬂ Adults: 4, Large bags: 1, Small bags: 2°*
{Corporate rate)

Preferred Car Vendor for DoD / E-Receipt Enabled @

(i

A

Total cost”

$283.92

Location details

Total cost”

$314.28

Location details

Figure 7: Select Rental Car

Note: Notes under each available car (Figure 7, indicator #1) identify whether the vendor is a DoD
preferredvendor, is ereceipt enabled, etc. The icons indicate whether a car does (Figure 7, indicator
#2) or does not (Figure 7, indicator #3) require a justification. Selecting a vehicle that requires a
justification opens a screen similar to the flight justifioa screen (Figure 6).

After selecting your rental car, and justifying it if necessary, MyTravel offers you a screen that lets
you review the details of your chosen vehicle, accept or change it, and more before you confirm the

rental to move forward.

Defense Travel Management Office
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Table 3: Key Selectable Rental Car Options

[SR]Trip Summary Reservations made thus far
[SR]Total Estimated Cost Total trip cost thus far
e [SRIChange QaSearch Search for cars again after altering one or more details
(e.g.,exclude leave days search for offairport vendor)
[SR]Various filter options Limit or reorder your search results
[SR] A single matrbolumn, row, or cell Limit search result® afare type,vendor, or both
[SR] [R] Eocationdetails See vendor contact information, operating hours, etc.

[SR] *A single rental cost (e.g., $283.92)| Reserve a vehicle at that rate, open [R]

Defense Travel Management Office 14
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3. Select Lodging Reservations

If your itinerary indictes that you need to make lodging reservations, He&el Per Diem Locations
screen (Figure 8) opens. It asks you to confirm your per diem rate. If the correct rate does not
display, use the dropown menu (Figure 8, indicator #1) to change tleationbefore continuing.

Hotel Per Diem Locations

Search for Locations near:

CourtnyRegion (Seect a ConraRagion 10 Jef a bsr of facalons ar
Siares)

Unitcd Sates (US) £

SaleProvinge G

Cninmo (0 W 1
Locatkan

Derreer - Danver Counly w

Lodging Rate Maals Rate Incidantals Rate
5479 £74 £5

Figure 8: Hotel Per Diem Locations Screen

After you confirm your per diem rate, the lodging search results screen (Figure 9) opens. That screen
displays available hotels on a map at the top of the screen and in a list at the bottaut thel

Show Rooméutton next to any hotel to see the available room rates at that hotel. Select a button
reflecting a room rate (Figure 9, indicator #1) to make your selecfiahle 4 contains a list of the

most important lodging booking and confirmati@ptions.

5. Staybridge Suites Denver Downtown $109
333 West Colfax Avenue, Denver, CO 80204 Map it

3 9041 miles  H

FedRooms Hotel / E-Receipt Enabled Hotel details

1

Room Options

ASUVCHIITICIIL FRAIT - DLUUIU DT | W MSdniny ALLTESSIDIC NUSIHTIR WUtpiiniciary rmyi spccu -
Internet Access Is A Great Way To In Touch With Home (Sabre) ° $109

Rules and cancellation policy

FedRooms - Studio Suite 1 Queen Nonsmoke Complimentary High Speed Internet Access 1s A

Great Way To Stay In Touch With Home (Sabre) ° $109

Rules and cancellation policy 2

Book Now, Pay Later - Studio Suite 1 Queen Nonsmoke Complimentary High Speed Internet $170
Access |s A Great Way To Stay In Touch With Home (Sabre) o Not Allowed
Rules and cancellation pelicy

Best Flexible Rate - Studio Suite 1 Queen Nonsmoke Complimentary High Speed Internet

Access Is A Great Way To Stay In Touch With Home (Sabre) o $179

Rules and cancellation policy

Book Now, Pay Later - Standard Room When You Arrive At The Hotel We Will Do Our Best To 184
Meet Your Suite Type And Bed Type Preferences. These (Sabre) o Not Allowed

Rules and cancellation policy

Book Now, Pay Later - Studio Suite 2 Queen Non Smoke Complimentary High Speed Internet

-

5184

Figure 9: Select Hotel & Room Rate

Defense Travel Management Office 15
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Notes:

1. Red icons (Figure 9, indicator #2) show options that are unavailable, either because the
hotel is sold out or the room selection policy is contrary to DoD policy in some way, such as
requiring prepayment.

2. If you select a room rate that requires a justification, MyTravel opens a screen similar to the
flight justification screen (Figure 6).

3. Pay attention to the notes under the photograph of the hotel (Figure 9, indicator #3). They
let you know whethethe hotel is a DoD Preferred hotel (these exist in Integrated Lodging
Program (ILP) locations), is a FedRooms participant, is FEMA approved, proeickipts,
and more.

After selectingarate and justifying it if necessarylyTraveldisplaysa screerthat lets you review
the hotel details, accepbr change the hotel, accept tteancellation policy, and more befoyau
confirm the booking and tforward.

Table 4: Key Selectable Lodging Options

SelectX To X

[SR]Trip Summary Reservations made thus far

[SR]Total Estimated Cost Total trip cost thus far

[SRIChange Search Search for lodging again after altering one or more details,(e.g
exclude leave days)

[SR] Various filter options Limit or reorder your search results

[SR] Various map display options Change the view type (street, satellite, etc.), zoom in, zoom oy
or re-center the map

[SRMap it Highlight a single property onémap

[SR] Hotel Details See hotel contact info, policies, amenities, etc.

[SR]Get Rates See room rates not provided by initial search (number of rates
provided is limited to speed processing time)

[SRView Room#* Hide Rooms Open and close [RR]

[RRJ*Rules and cancellation policy See hotel rules and cancellation policies

[RR] *A single room rate (e.g., $183] Reserve a room at that rate, open [R]

[RIL I INBS (2 X wSIAAGSNI (KIG @2dz KF S NBIFR
rules, restrictions, and ceellation policy

Defense Travel Management Office 16



MyTravel Quick Start Guide for Travelers Date TBD

4. Finalize Reservations
' FGSNI 82dz2Q0S YIRS FyR FOOSLIWISR FHff G4KS NBaSNBDI
Travel Detailsscreen. You can also change your itinerary and reservation details from that screen by
using themanyEdit, Add, Change and Cancelinks on it.

o Note: At the top of theTravel Detailsscreen is th@rip Overviewsection (Figure 10). If ymeed to
enter new or adjust yourcurrentrental car or lodging reservatiorfsay,to add one you fagot or to
exdude anyfull days of leavg use the Car(Figure 10, indicator #1) aridotel (Figure 10, indicator
#2) links in that sectiorRemember to nly make reservations for your official (i.e., Ai@ave) days.

o overviw ]
-,

| want to... Trip Name: Trip from Washington to Denver (=ci; Add to yuu. unerary
Print Ifinerary .
E-mail ltinerary Start Date: July 05,2020 @ Car @ Hotel

End Date: July 11, 2020

Created: June 02, 2020, Eric Johnson (Medified: June 02, 2020)
Description: (No Description Available) (=it

Agency Record Locator: VXPYUP

Passengers: Eric T Johnson

Total Estimated Cost: $1,596.26 USD (Details)

o Airfare must be ticketed by: 07/03/2020 8:30 AM Eastern

Change frequent flyer program

Figure 10: Travel Details Screen (Trip Over8iestion)

When you seledNext>>to proceed, he Trip Booking Informatiorscreen (Figure )bpens. Among
other options, it lets yowedit the automatically generatedirip Name(Figure 11, indicator #1), enter
aTrip DescriptionFigure 11, indicator #2) gbur choosing, and select early ticketing (Figure 11,
indicator #3), if needed. These are all optional steps, unless directed by your Component or local
policy.

Trip Boaoking Information

Note: Keep the Trip Description to under 40 characters to avoid issues on the Request

The frip name and description are for yo =eping convenience.
l Trip Name 2 Trip Description (optional)
This will appear in your upcoming trip lisd Used fo identify the trip purpose

Trip from Washington to Denver

) A
Send a copy of the confirmation fo: @
With my email confirmation
3 Do nol include directions to holels with email v
U
Check here for tickets to be issued upon approval if your itinerary wil not
change

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Figure 11: Trip Booking Information Screen
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SelectNext>>to proceed theTrip Confirmationscreen (Figure 12), where you can review and
finalize your reservations.

Trip Confirmation

To COMPLETE BOOKING, please press the "Confirm Booking" Button after reviewing this page
To CANCEL, press the Cancel button

TRIP OVERVIEW

Trip Name: Trip from Washington, DC to Denver, CO
Start Date: July 05, 2020
End Date: July 11, 2020
Created: June 02, 2020, Eric Johnson (Modified: June 02, 2020)
Description: Training Event in Denver
Agency Record Locator: VXPYUP
Note: The exact ticketing deadline is provided below.

Passengers: Eric T Johnson
Total Estimated Cost: §1,596.26 USD

0 Airfare must be ticketed by: 07/03/2020 8:30 AM Eastern

Agency Name: CWT SatoTravel-DoD TEST

Figure 12: Trip Confirmation Screen (Top)

Four navigation buttons display at the bottom of thdp Confirmationscreen. TwoRrevious
screen andCancel Tripare seHexplanatory.The other two are:

1. Display TripShows all your reservations and provides options to make changes if
necessary.

2. Confirm Booking>:Creates the actual trip request and moves you into the MyTravel
Requestanodule.

° Note: If you fail to confirm youflightswithin 24 hours of making your last reservatidy Travel
cancesyour air reservations. This adheres to a standard travel industry practice to ensure that you
R2y Qi K2f R NBaSNBIGA2Yya T2N MFBicahdSldybuaiRa o6 A (K2
reservations for this reason, your request beca@permanently unusable, meaning that if you will
take this trip, youmustre-create the request from scratch.

Onthe2 G KSNJ KIFYRXZ AT @&2dz O2y FANY @2dz2NJ Fft A3dKiGa 2y
reservations will remain intact, but MyTravel will send you emails (one after 24 hours and one every
3 days after that) to remind you that you have an unsubmitted request.
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C. Requests Module

The first time you arrive in thRequess module, you land on taEdit Request Headescreen (Figure
13). When you open a trip request at any other time, it opens orBxgected Expensexreen (Figure
14).

1. Edit Request Header Screen

TheEdit Request Headescreen displays administrative information about the trip od, the

Edit Request Header x
Trip from Washington to Kansas City  Request ID: 43vM@ 3
2 Required field
q quest N TOY Location - City ™
DOl vel-to-Request w Offline PNR Update - Trip from Washington to Kansas City US v | Kansas City Intl (Airport - MCI), Kansas City, Mi....
TDY Location - Co Start Date * End Date *
4 UNITED STATES (US) v 04/24/2022 = 04/29/2022 =
@ Trip Purpose * CIEIQ tank/Grade
None Selected > (C) C - Civilian Gs-11
Branch of Servico Duration (Days Reguest 1D
5 NA 0

Figure 13: Edit Request Header Screen

Check the entire screen for accuracy. Four items of particular interest are (list numbers equate to
indicator numbers on Figure 13):

1. Limited document information:The top of the screen dispys the trip name an&equest
IDnumber. The latter is useful if you have to seek assistance with your document from a
Travel Manager or the MyTravel help desk.

2. Request PolicyThis field identifies the specific rules that affect this TDY. In most caaes,
should leave this set to the default settigdoOD Traveto-Request w Offline PNR Update
There is currently only one viable alternative:

1 DOD Government Funded Leavg&elect this ifjour travel is related t&Emergency Leaye
Rest andRecuperatior(R&R) or Secial Rest and Recovery (SR&R)

Note:ch y OS &l @SR @& 2 Request FolicySinceKhe gpHoS yoll $elsct determines
which expense types are available for selection, always choose carefully. If you select the wrong
one, you must recreatéhe trip request. See section 111.C.3, below for expense types.

3. TDY Locatiom City: Thismay default this to your arrival airportinless you are actually
TDY to the airport, correct it to ensure your travel order reflects the proper TDY Location.
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4. Trip Rurpose:When initially created, a trip request is always missing this information. You
must select one from the dredown menu.

5. This trip has a Foreign OCONUS segm@hickthisbox if it applies to this trip

6. When all the information on this screen iscacate, selecGave TheExpected Expenses
screen (Figure 14) opens.
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2. Expected Expenses Screen

TheExpected Expensexcreen (Figure 14) displays the expenses you anticipate incurring on the
upcoming trip.It also serves as the home screen for your triguest. You access all other screens

from it, and return to it when you have finished on that screen.

3 ||| Trip from Washington to

Request Details ~ Print'Share Atlachmants

4 EXPECTED EXPENSES

5 o] Expensetype Tl

U Airfare (Self Booked)
1 Rental Car (Self Booked)

O HotellLodging (Self Booked)

Not Submittad | Request1D: 3371 | A Must

Denver $1,856.38  cancerreaueat | suomirocuest |

be approved by: 05/21/2022 10:45 AM

~  Manags Travel Allowancs 1 2
Details T), Date = AmountT|  Requestsd T)
Washington (IAD) - Denver (DEN) 05/23/2022  $1,039.21 £1,039.21
Denver, Colorado - Denver, Colorado 05/232022 $261.17 $261.17
Denver, Colorado 05/232022 $556.00 $556.00

Estimated Total: $1,856.38

TheExpected Expensexcreen displays (list numbers equate to indicator numbers on Figure 14):

Figure 14: Expected Expenses Screen

1. Expanded documeninformation: This information appears at the top of many screens in

the Requestanodule.
approval deadline.

° Note: The approval deadline is set by your departure date or by the bgakiles of your flight.
If the Approver fails to approwsour request by thisime, you will lose your flight reservations
andcannotcontinue processing this document. Ifyou&@@ A y3 (2 GF 1S GKAa

re-create the request

It includes the trip name, total cost, current statdequest IDand

from scratch.

2. Buttons: Table 5 explains the buttons and their effects. Note that not all options are

available at all times.

Table 5:

SelectX To X

Recall(may appear under
More Actiong

Buttons at th€op ofMost Requests Module Screens

Take back control of the doclent to make changes to it. Displays
after submission until expense report creation.

Date TBD

Cancel Requeginay appear
underMore Actiong

Cancel all reservation®revents furtheuse of this documentf you
will take this trip, you must create a new trip reieAlways displays.

Close Requegglways
appeas underMore Actiong

Remove the document from your active queue. Only do this at the
request of a Travel Manager or help desk. Displays after approval.

Submit Request

{ SYR GKS R2 OdzY Sy iise Gr@ilpolr krip JedNastds
fully complete and accuratdisplays beforsubmission

Create Expense Report

Create the expense report. See Section IV (below). Displays after
approval.

Defense Travel Management Office
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3. Links:

1 Request Detailprovides a drogdown menu of links that didpy otherRequests
module screens and summary information. Table 6 lists the-dayn menu links and
provides the section of this guide that gives further information about each one.

Table 6: Links Available under Request Details

Hnd explanation for linkX In SectionX
Edit Request Header l.c.1
Request Timeline 11.C5
Audit Trall 11.C6
Allocation Summary 1.c7
Travel ltinerary details 111.C8
View request 1.C9

Print/Sharelets you printkeydocumentdetails save it as a PDF, or emtads needed
Attachmentslets you work with attachments add, view, remove, etc.
o0 The first time you select the link, ya@anonly Attach Documents When you
attach a document, the system converts it to a PDF and places a document icon
next to theAttachmentslink.
o Ifé 2 dzQ @S d &t igast-oreKiG&ument, the link offetisree options:
A View DocumentsOpens a PDF viewer that lets you see the attached PDF.
A Attach Documents Adds a new document into the existing attached PDF.
A Delete DocumentsRemoves the ttached PDF from the system, along with all

documents that were in it. There is no option to remove individual documents
from the attached PDF.

1 Manage Travel Allowanckets you add and manage your per diem allowances. For
almost every TDY trip, you mustchd travel allowance.

0 The first time you select the link, you only seefad Travel Allowanception.
Select it to display th@&ravel Allowance Itinerangcreen (Figure 15). Use the tools
on that screen to adjust your itinerary as needed to reflect theexd per diem
dates and locations. Seleldext (Figure 15, indicator #1) to move to theavel
Allowance Adjustmentscreen (Figure 16).
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Date TBD

Travel Allowance

Adjustments

Travel Allowance *
ttinesary
Start Location © Start Date Start Tima *
Washinglon, UNITED STATES v 0812112022 & szAM ®
i Destinatan
Aurival Lecation
*] Denver, UNITED STATES ~
+ Add Destination
na Location ™ nd Date * End Time *
[O)] Washington, UNITED STATES ~ 08i2712022 = T19 PM
Figure 15: The Travel Allowance ltinerary Screen
x

Ve Adusiments v
DateiLocation

All Cays
Dates. 7

Sun, 08/21/2022

Man, 22022

312022

Tue,

Wed, 08/24/2022

Batk

[anver UNITED STALES

Darrver. UNITED STATCS

Denver UNITED STATES

Denver, UNITED STATES

Addpustmients allow you b reduzs your specdic

Show Fifers

1 o5 if meals wes 2 parsonal leave 3 da the day Refer o your company's policy guidedines. 5
Excluds Day “basl Types edused OSONUS Allawance Limit @  Relmburssment Amount @
- - -
[ -~ - §188.00 3 $58.25
[ - $1806.00 $76.00
[ - $199.00 $70.00
[ v = $199.00 4 $79.00

Figure 16: The Travel Allowance Adjustm&ueen

Use e tools on theTravel Allowance Adjustmentscreen (Figure 16) to:

A

Exclude DayFigure 16, indicator #1Yero out all per diem for a day (for
example, if you took leave on the day).

Meal TypegqFigure 16, indicator #2)dentify the number of meals {2 or 3)
that were either provided or available on that day.

Reduced OCONUS Incidentéfsgure 16, indicator #3Lhecking this will give

you to the reduced OCONUS incidental rate ($3.50) for that day rather than
the full locality incidental allowance rate.

Note: The above options affect the total in theimbursement Amountolumn
(Figure 16, indicator #5). Never select them on your first or last travel day.

Save(Figure 16, indicator #4This saves your changes and creates your full
travel allowance as single expense itergthough you can expand this single
item to see the separate allowance limits for meals, incidentals, and lodging.
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o Ifé 2 dz&Irgefly added youravel allowances, selecting tidanage Travel
Allowancelink showstwo options:Edit Travel Allowanceand Edit Adjustments
whichlet you change the informatioyou enteredon the Travel Allowance
Itinerary screen andlravel Allowance Adjustmentscreens respectively.

o0 When you submithe document to the Approver, those options changé/iew
Travel AllowanceandView Adjustments Recallthe document to be able to edit
your travel allowances again.

4. Action buttons:Table7 provides additional information about the buttons.

Table7: Buttons on the Expenses Screen

SelectX To X

Add Add an expers. See Section III.C.3.

Edit* Edit the details of an expense. detesbelow table.
Delete* Selfexplanatory.

Allocate* Allocate an expense. See Section 111.C.4.

*Initially inactive. Select an expense to activate it.

e Notes:An alternative to usinghie Editbutton is to select the expense line to open thdit
Expensescreen. If you open Beservation expense, the top of tHedit Expensacreen displays a

Booking Referencaumber (Figure 1)/ The TMCefers to this number as a Passenger Name

Record (RR). lis usefuto know itifyouhas G2 aSS{1 G(KS ¢a/ Qa .Fraairaid

> 1 Air Ticket (Self Booked) $546.57

Booking Reference: LHGAZR | Itinerary Details

Figure T: Edit Expense Screen (Top)

5. Alist of expense estimates attached to the trip request and the key detadlach such as
the expense typand estimated cds
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3. New Expense Screen

Date TBD

SelectingAdd on the Expected Expensexreen opens pop-up menu that lets you select the
expense type you want to add. After you choose an expense typ&eheExpenseacreen (Figure

18) displays.

08/27/2020

@ Allocate
Transaction Date *

08/27/2020

Comment

New Expense: Terminal Parking $0.00

Cancel

Transaction Amount * Currency *

US, Dollar

Figure 18 New Expense Screen

This screen provides fields to enter key information about the expense, such as the anticipated
transaction date and amount. The specific fields that display and which ones are mandatory vary by
expense type. If you anticipate paying for the expense irdhal currency instead of paying in

dollars or using your GTCC, you can chang€tlreencyfield to reflect that fact. Table 8 shows all
available expense types available on a trip request

Notes

1. 2 dzQ

B

fft ySOSNI asSs

Ff €

i K $ th $amiSrghaeSt. Itiséa LIS &

AK26Y

comprehensive list of all expense types available for eReyuest Policysee Figure 13).
Columns to the right dlotesshow which expense types are available for each selectable

Request

Polic G ¢5,¢ A&

F 2NJGID Cij & LIR G fFahendl |eavéIGIINY Y Sy

2. The numbers in th&xpense Typeolumn are for orscreen organization only. They do not
impact your expenses or eventual reimbursement.

Table 8: Selectable Expenses on Trip Request

o The TravelBaloes not yesupportthe use of itemsn red Do not e themunless specifically authorized to do so

Expense Type Expense Notes TDY  GFL
01. Booked w/ Airfare¢ Booked w/o Estimated cost of Yes Yes
Vendor or Post MyTravel reservations booked directly
Travel Request Hotel/Lodging: Booked w/o with the vendor (e.g., airline, Yes No

MyTravel hotel) or as a change made

after trip request approval

Rental Cag, Booked w/o Yes No
MyTravel

Train Fareg Booked w/o Yes Yes
MyTravel

Airfare Yes Yes
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Expense Type Expense Notes TDY GFL
Hotel/Lodging Estimated cost of Yes Yes
02. Booked reservations booked by
o . . Y Y
within MyTravel Rental Car contacting the TMC outside €S €S
Train Fare of MyTravel Yes Yes
03. Airline Fees Must select type of fee (e.qg., Yes Yes
Transportation excess baggage)
Commer¢al Bus Fare Yes Yes
Constructed Mileage Yes No
Expense
Government Vehicle Fuel Yes No
POV Mileage Must select mileage rate Yes Yes
(e.g., POV used when GOV
available)
Private Plang Fees Yes No
Public Transportation Must select transportatin Yes No
type (e.qg., ferry)
Public Transportation No Yes
(between interim GFL
airports only)
Rental Car Fuel Yes No
TDY Parking Yes No
Taxi/Car Service Must select location (e.g., at Yes No
TDY location)
Terminal Parking Yes No
Tolls Yes No
04. FEML ONL-Y POV to/from terminal using Although these appear for No Yes
Transportation Other Mileage rate any type of GFL travel, you
Public transportation may only use them during No Yes
) FEML travel
to/from terminal
Taxi/Car Service to/from No Yes
terminal
04. Lodging Dual Lodging Cost of 2nd lodging room on Yes No
one night (e.g., TDY within
TDY)
Hotel Taxes Not for use with OCONUS Yes No
lodging
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Expense Type Expense Notes TDY GFL
Internet/Wi-Fi Fees (for Yes No
Official Use)
Lodging Allowance SeeNote below. Yes No
Adjustmentg Personal
Preference
Lodging Resort Fees Yes No
06. Other Conference Registration Fee Yes No
07. Military Hotel Fees for Mil Work Dog Yes No
Working Dog Kennel Handling Fee Mil Yes No
Work Dog
08. International Foreign Country Entry/Exit Yes No
Related Expenses| Fees/Taxes
Foreign Currency Yes No
Conversion Fees
Immunizations/Inoculations Yes No
International Drivers Permit Yes No
Fees
International Guide Yes No
Services/Driver
International Transaction Yes No
Fees
Pasport/Visa Fees Yes No

Note: Use of theLodging Allowance Adjustment Personal Preferencexpense item

i If you are TDY to an ILP location and chose to use dlLft®oproperty, you must enter a negative

cost equal to the amourthat your lodging exceed$é ILP limit.

o ExampleXYou are TDY for 3 nights to a location where the ILP limit is $100/night ($300
total). You chose a hotel that charges $120/night ($360 total), so you must er6020
Lodging Allowance Adjustmertb account for the total amountgu exceeded the limit.

o0 Exceptions

A

A

R2y Qi

ast¥

If you selected a nofLP commercial lodging property that is under the ILP limit, you
KI @S -liingatiodzérd®essi K S
If you use a DoD lodging type, the JTR allows you full reimbursement for your lodging.
Note: The only @D lodging optionshat are currentlyavailable throughMyTravelare

Privatized Army.odging (PAL) properties
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4. Allocate Screen

You use the\llocatescreen (Figure )90 add one or more lines of accounting (LOAS) to a trip
request. An LOAdicates the source of the funds that will pay for the trip. If you add more than one

LOA, the screen also lets you allocate the trip cqdig dollar amount or percentageto the
selected LOAs.

To get to theAllocatescreen, slectany expense on thExpected Expensescreen (Figur@0) then
selectAllocateon the row of buttons (Figur0, indicator #4).

Allocate x
Expenses: 3 $1,617.64 2
| 7
Percent Amount

Amount Allocated 51,617.64 © Remaining 50.00

$1,617.64 100% 0%

fault Allocation

1 Code Percent %

TEST ORG 3

0

m

[J LOA Group LOA Label Code & Percent %
[ TESTORG 20 TEST LOALABEL 2 TEST ORG-20 TEST LOA LABEL 2 75
[ TESTORG 20 TEST LOALABEL 3 TEST ORG-20 TEST LOA LABEL 3 25

Cance‘ “

Figure ®: Allocate Screen
TheAllocatescreen lets you (list numbers equate to indicator numbers on FigQre

1. Add, Edit, orRemovean LOAAIl involve secondary actions such as identifyirgltiDA you
want to add (Figure 2Qupdating any incorrect information, or acknowledging a removal.

2. Allocate expense costs between LOA#bycentor Amountif you added multiple LOAs to
your trip request.

3. SelectSave as Favoritto create a short list of LOAs LOA combinationthat you use
frequently. On subsequent trips, you can use Bayorite Allocationdab (Fgure 2Q
indicator #1) toquicklyfind your favorite LOAand LOA combinations

Defense Travel Management Office 28



MyTravel Quick Start Guide for Travelers

Add Allocation

+

New Allocation

LOA Group
TEST ORG

*

Favorite Allocations

* Required field
LOA Label * (2]

Y v | 20 TEST LOA LABEL 2

Cancel Add to List

Figure20: Add Allocation Screen

Date TBD

4. SelectSaveon theAllocatescreen to close the screen and return to tBepected Expenses

screen.

Note: If you want to allocate expenses to LOAs by expense type, rather than by dollar amount or
percentage, from théxpected Expasesscreen (Figure 14), check the box to the left of each
expense that goes on a single LOA, then sél#otateand assign the appropriate LOA following

the instructions above. Repeat for every LOA that you need to use until all expenses are allocated.

Defense Travel Management Office

29



MyTravel Quick Start Guide for Travelers Date TBD

5. Request Timeline Screen
TheRequest Timelinscreen (Figure 2L G NI} 01 a (GKS R20dzySydQa | LILINE @
To get to theRequest Timelinecreen, slectthe Request [Rtailslink at the top of theExpected

Expensescreen (Figure 14, indicator #3), then tRequestTimelinelink from the dropdown
menu.

On the left, the screen shows the key steps in the approval process and the person or system
responsible for each step. Green checkmarks identify completed steps. On the right is a list of all
completed actims, the name of the person or system that accomplished them, and when.

Although anEditlink appears on the screen, DoD has disabled it.

Figure 21 Request Timeline Screen

SelectCloseto return to the Expected Expensexcreen.
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